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Chapter 6: Updating Leaders

» Adding a Leader to the Leaders Module

back

Before adding a leader to the Leaders Module, you should follow the instructions in

Chapter 3 - News Story Photo Uploads.

Use the following instructions to add a Leader in an AFPIMS unit site:

Step | Action

1 Access and login to your AFPIMS unit site.

2 Refer to Chapter 3 — Photo Uploads to upload Leader’s photo.

3 Navigate to the Leaders page of your unit’s site.

NEWS PHOTOS UNITS LEADERS MAR

Unit Home Resources Leaders Staff Sections Units

Result: The Leaders page for your unit displays.

HOME NEWS PHOTOS UNITS LEADERS MARINES FAMILY COMMUNITY RELATIONS

Unit Home Resources Leaders Staff Sections Units Family Readiness DTS Helpdesk News Photos Contact Us

HOME > LEADERS

I Marine Expeditionary Force
From Every Clime and Place

O submitAticle & MyArtices ™ Moderate

3 Click Submit Articles in the Leaders Module.
&/ Submit Aricle

Result: The Add Ariticle form appears.
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AFPIMS4.0_03PhotoUploads.pdf
file:///C:/Users/507289/Documents/IMEF/Training%20Docs/AFPIMS4.0_03PhotoUploads.pdf
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Step @ Action
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4 Enter leader’s name under Title field.
5 Enter leader’s title under Subtitle field.
6 Scroll down the to Media section of the form
Result: Media selection appears
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Step @ Action

Media A

User Media H Portal Media ” All Media Search:l_:]x

120711-M-BZ222-

120101-M-MC123- 120708-M-BZ222-

/*"\_.—

120708-M-BZ222- 120708-M-BZ222- 120708-M-BZ222-

= i 3
120708-M-BZ222- 120707-M-MC123-

-
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123456 ..N

8dd Selected Media

Image Media A

7 Select leader’s photo.

Result: Photo is highlighted in green.
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Step

Action

Media

User Media “ Portal Media || All Media

120711-M-BZ222-

120101-M-MC123-

120708-M-BZ222-

120708-M-BZ222-

”
120707-M-MC123-
123456 ..N

Add Selected Media

A

Search:[  [EAIX

120708-M-BZ222-

120708-M-BZ222-

120707-M-MC123-

Click the Add Selected Media link.

cted Media

Result: Image will be added under the Image Media section.

Image Media

[media:3T862]

In Gallery [#
x

Summary

Enter or select a story date in the Publish Date & Time field.
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Step @ Action
Publish Date & Time: | |3 |
Note: If left blank, the story date will be reflect the date that the story is
published.
10 If you have Approver permissions, click the Publish link.
. Publish
Otherwise, click the Save Draft link.
| save Draft
Result: The news story will be uploaded to the unit site in AFPIMS. If you have
Approver permissions, its status will be Approved. If you do not have Approver
permissions, it will require approval before it is published to the public servers.
11 After the Leader’s bio has been published, go to Unit Leader’s module and click on

Admin on the Manage control.

e ERS
& manags

Edit

r Scott T. Pile tena olon el P. Wylie
rine Expeditionary Unit Commanding Officer, 11th Marine E: nary
Bl > Unit

VIEW BIO »

8

Result: Admin Module Appears
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Step @ Action

ADMIN

-

Settings

E Source and Destination

Article Source: [ | DigArticle (/Leaders) |z|

@ Articles

20 Archives

uthers

l3in REE Fesd
) Relsted Articles
i RSS Discovery
! Search

! Article Tree

Dashboard Type: 0 ©

=r
hboard Tabs

View Article At: | <View at Artide Soures> [=

= Settings

Style: | Marine |z|

Only Show For Selected
Archive:

7 ]}

12 Scroll down to Filter section.

Result: Filter Form appears.

= Filter

i ) 1 Dynamic
Article To Display: &0 —
@ S=lect Articles

Choose Items:| Search :'.\-'.-'Ims-;ss;u|;| s,

Select Articles: L0

Selected |tems:
Lieutenant Colonel Michasl P. Wylie
Sergeant Major Scott T. Pile

el

= Template

Template: | Marine Bicgraphies E Wl Customize

Articles to Display should be Select Articles.
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Step @ Action
Select Recent from the drop down menu
Article To Disolay: B ) Dynamic
icle To Display: &8
@ Solzct Articles
Choose Items:| Search :'-.'-'.-'Ims-gEE-:-lzI o
Search (w/Images)
Recent {w/Images)
Sezarch
L ¥
Result: The list box will be populated with recent biographies.
Article To Disolay: B - ZY™=me
icle To Display: &0
@ Selzct Articles
Choose Items:| Recent H
Sergeant Major Scott T. Pile
Lieutenant Colonel Michael P. Wylie
L
13 Select the item to add by clicking
L¥]
Result: Item will be added in the Select Articles list.
Select Articles: [
Selected Items:
Lieutenant Colonel Michasl P. Wylie
Sergeant Major Scott T. Pile
|7
o
L
14 Highlight an item and use the following controls to:
7]
k4 to move the items in order
|# to delete the item
15
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Step

Action

Click update to save changes.

M Updats
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